Schecule No.

Anne Arundel County c-773
OFFICE OF CENTRAL SERVICES Page No.
Records Management Division 1 of 3

MARYLAND

RECORDS RETENTION AND DISPOSAL SCHEDULE
AGENCY Departaent of Publiq Works DIVISION Waste Management Services

Item No. Descripton | Retennon
1. General Files |
Subject arrangement of original incoming Retain five (5)
letters, memorandum and any and all other years, then
material related to the administration of destroy.

the bureau.

2. Payroll/Time and Attendance Records

Hard copies of time & attendance sheets (FLSA Retain three (3)
years, then
destroy.

3. Policies, Procedures and Directives

Files consisting or policies, procedures and Retain Permanently,

directives set forth by the Department Microfilm period-

designed to influence and determine decisions)| cally. Upon veri-

actions, and other matters pertaining to fication of film,

the overall operation of the Department, destroy paper.

including studies and reports conducted Transfer to State

within the Department. Archives period-
ically.

Matters having continuing legal and/or
administrative value is to be retained
until such value ceases or may be micro-
filmed at the request of the department
head. All files, unofficial personnel
and others, with pending legal action are
to be retained until matter is resolved.

4. Waste Collection Record Series
A. Records consists of contractor’s Retain three (3)
monthly reports and complaint forms, years, then
consolidated property files, and destroy.

cover sheets for Waste Units.
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Anne Arundel County
OFFICE OF CENTRAL SERVICES

Records Management Division

MARYULAND

Schedula No.

C-773
Page No.

—2.0f 3 |

item No.

Daescription

Retention

"No Dumping" sign installation records.
ping

Tax Adjustment records.

Landfill Service Requests records.

Waste Collection Petitions records.

Service Orders for failure to handle
trash pick-up records.

Community Service Records

Records contain bulk pick up reports,
permission to locate dumpster forms,
community coordinator forms and community
clean-up participant information.

Recycling Records

Records contain recycling bin requests, 1lid
and wheel requests, 1lid and wheel order
recycling complaints, and recycling weigh-in
tickets and routing slips.

Various contracts and agreements pertaining
to recycling.

Retain four (4)
years, then
destroy.

Retain two (2)
years, then
destroy.

Retain five (5)
years, then
destroy.

Retain ten (10)
years, then
destroy.

Retain two (2)
years, then
destroy.

Retain one (1)
year, then destroy.

Retain three (3)
years, then
destroy.

Retain three (3)
years after
contract or
agreement expires,
then destroy.
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MARYLAND
Item No. Description Retention
7. Scalehouse Record Series
A. Records contain scalehouse tickets Dispose after
consisting of the following types: audit require-
contract; county; states; cash, credit, ment met.
and free.

B. Management Reports. Retain ten (10)
years, then
destroy.

C. Totals by Rate Reports. Retain ten (10)
years, then
destroy.

D. Voided Weigh-In Tickets. Retain three (3)
years, then
destroy.

8. Operating Records

All correspondence, permits, annual reports,
inspections, inspection reports, O&M manual,
design reports, etc. relating to the

Glen Burnie, Landfill, Millersville Landfill
and Sudley Landfill.

Permanent, retain
10 years, microfilm
upon verification
of film, destroy
paper, transfer
film negatives to
MD State Archives
after closure of
landfill.




REVISED RECCRO SERIES. SORWARD ‘MITH RECGADS RETENTION
. SCHEOULE OGS 550-1)

1. DEPARTMEXT/AGENCY
-PUBLIC WORKS

INETAUCTIONS = TYPE OR PRINT A SEZARATE F7M FOR EACH NEW

DEPARTMENT OF GENERAL SENVIGES
2ORCS MANAGEMENT JIVISION
TIrS MATERLOQ ROAD
PQ. 50X 7S - JESSUP. MARYLAND 20754

WASTE MANAGEMENT SERVICES

ALENG T MECTNIS WIS YTWIT

Page 1 a __16

BUREAU

DEFINITION - Recorga Ssrias - A grouo of rafated rocands normally filed aad used 3a 8 unit for refarence ss weil as retantion snd diaposidon purpcses.

4, RECORD SERIES TITLE
General Files

5, EARUEST YEAR [ LATETEST YEAR
19925 Present

& RECCRD SERES DESCRIFTION { Snefly dascrive :he types of infarmatian'cocumemsAcms found i the Senes  Incude the cupese of fungsn of the Senes)

Letter, memorandum and any other material related to the
administration of the bureau.

7. RECORO SERIES FORMAT(3)

8. RECORD SERIES SEQUENCE

3, YOLUME :
)Q Fta Orawens)

Q Lener Sge 0 Mzofim a Aphapeticai a Microfim Ree (3}
8 Compuier Tape is)
0 lega Sze a Comeuter Tape © Numsrica! 2 O Other (Specty) o
8 Bowd Boox o Faxpy Jisk a Chonoiogica) Numger
fioso T: c G i 10. ANNUAL ACCUMULATION
S Audo Tape G Vieso Tape Gstographicy o Fie Orawer (3)
A 8 Micrafim Reer (5)
E'OIhef {Specrfy) G Cther (Spealy) a - o Tpeie!
1 Q OtheriSpecty) .
—a e o |
Numoet '
1. FILE IS USED 12, FILE BECCMES INACTIVE AFTER ‘
o Qay O Weeky 2 Montnly 1 a  Morh(s} o Years) \
Number

13. CURRENT LOCATIONIS) (Biog., Foat, Room
Waste Management Services

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (I yes. specfy egency of cffica)

% No
389 Burns Crossing Rd. o Te
SevernLMcsl 21144 g —~
18, ACSESS RESTRICTIONS (If yes, cta lawis) § reguiatonis) | 18. AUDIT REQUIRBMENTS
o Yes g No B None g Stae 8 Federat Qg !ndependent

17, 18 AN INDEX SYSTEM USEC? |If yas. 2tain tnefly and
Qescbe any rarowaryseiiware)

12. RECOMMENDED RETENTION

5 years active in office, then destroy.

a Yes g XNo
18. MAME AND TITLE OF PREFARER 20. TELEPHONE NUMEBER 21. DATE
Pat Connell, SECY, III (410 222-6109 6/306/94

3G S50« Aevesn IR




(NSTRUCTIONS - TYPE OR PRINT A SEFARATE FOAN FOR ZACH NEW
|| REVISED RECOMD SERIES. FORWARQ #iTH RECGROS RETENTION
SCHEDULE (0GS 550-1)

1. DEFARTMENT/IAGENCY

PUBLIC WORKS

DEPARTMENT QF GENERAL SEMVIUEY
REZORDS MANAGEMENT JIVISION
7275 NATERLOO ROAD
P.O. 80X 275 - JESSUP. MARYLAND 20784

2 omision

WASTE MANAGEMENT SERVI

ARENL T MEVURLD WYY v WR '

2 16

Page of

e —— ———————————————————————

3 UNIT

ES BURFAU

DEFINITION - Recorgs Ssrias . A group of ralated records normally filed aad used aa s unit for refersnce as

well as retanton snd disposion purpoaes.

4, RECORD SERIES TITLE

FLSA TIME SHEETS

5, EARUEST YEAR / LATETEST YEAR
1991 19 Present

Daily time sheets as

§. RECCRD SERIES DESCRIPTION ( Snefly cascrive ihe types of infarmatian/dacumentsAcmns faund :n the Senes  Inciude the curpese o functiza of the Senes)

required by Fair Labor Standards Act.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. YOLUME : ;
: a Fiie Orawens !
¥ Lener Sae 0 Meofim o Aphavetical a Micrafim Reet 2) -
G Computer Tape (S) l
O Leg: Sze o Comeuer Tape O Numenca 3 O Other (Specdy) _BOXes ;
a Bowd Boox a Fixpy Jisk ¥ Chonoiegica Numecer 3
T: Video T: a & ica 10. ANNUAL ACCUMULATION i
G Auwso Tpe G Vioso Tade Geogragh @ Fle Orawer (3) !
Specryl _ o Othar (S } O Microfim Ree 3)
= ohert \ (Specty o Zomoutes Tapeis) f
Q OthesiSpecify}
: i
Numees
11, FILE IS USED 12. FILE BECQMES INACTIVE AFTER
a Qay X Weekty a  Monthy 3 o Momhis) ¥  Years)
Number

13. CURRENT LOCATION:S) Biog., ioat. Roomi
Waste Management Services

14. IS RECORD SERIES OUPLICATED ELSEWNERE? | yes. specry egency of office)

. X Yes Payroll s No
389 Burns Cro
?Eéggmggt)
15, ACCESS RESTRICTIONS {If yes, =te lawis) & reguatron(s) 18. AUOIT REQUIREMENTS
o Y £ No g Nooe o Stale M Federal O Independen!

17, 1S AN INDEX SYSTEM USEZ? (If yex. 2Glain Crefly anc
desThe ANy MWV AKtwae)

o Yes

18. RECOMMENDED RETENTION

3 YEARS ACTIVE IN OFFICE, THEN DESTROY

19, NAME AND TITLE OF PREFARER

Pat Connell, Secy IT1I

20. TELEPHONE NUMBER

2. DATE

(410) 222-6109

6/30/94

258 0= Asvear VI



http://off.ee

(NSTRUGTIONS = TYPE OR PRINT ;sam.uz F7M FOR SACH NEW DEPARTMENT OF GENERAL SEHVICES l AsSiu ! RELORLS TvET R

REVISED .RECCRD SERIES. FORWARD 'MITH RECCROS RETENTION REZORDS MANAGEZMENT QiVISION -
1§ sovzpus 0GS 5$50-1) TZ7Y NATERLOO RGAD 3 o 16
. : ’ P.G. BOX 275 - JESSUP, MARTIAND 20704 Pags
1. DEFARTMENT/AGENCY 2. OMVISION . ’ 1 UNIT
PUBLIC WORKS WASTE MANAGEMENT SERVICES BUREAU
DEFINITION - Recorce Saries + A grouo of ralatet records normally filsd uad uasd as 2 unit for reference ss weil 29 retantion sng disposition purposes.
4, RECORD SERIES TITLE § EARUIEST YEAR / LATETEST YEAR
Policies, Procedures and Directives 1991 vo_Present

& ARECCRD SERIES QESCRIPTION { Snefly saserine ihe types cf infermaltisnCcocumensAems faund i the Senes  Incude the cupese or funcusa of the Senes)

Files consist of policies, procedures and directives set forth by Dept.
designed to influence and determine decisions, actions dnd other matters
pertaining to operations of Dept.

(o1 9. YOLUME : i
7. RECDRO SERIES FORMAT[3) 8. RECORD SERIES SEQUENCE — !
anet o Microfim Reet f2) .
K Lenter Sge 0 Mcofim g Aprapetcai B Compuer Tope iy I]
: Qher (Specdy) LODEL
O Leg Sze o Comaue Tape O Numancal 4 e (Specty) x
]
C Bova Bocx Q Feepy Jisk R Chionoogsal Numcer |
a ; 10. ANNUAL ACCUMULATION |
8 Audo Txpe C Vioso Tade g Geographicay S e Orawet (3) {
O Micofim Reer (5} i
3 Other (Specsy) 8 Cther {Specdy) & Zomoues Twsis) folder |
' 1 Q Qther {Specdy)
Numoef
: MES INACTIVE AFTER
. ALEIS USED 2 FLE BEV?BQE% 1gﬁbecomes obsolete
o Momhs) 8 Yeans)
o w a  Montiyy
8 Oaly eexty ™ .
13. CURRENT LOCATION:S) (@'og., ~ioar. Room) 14. IS RECORD SERIES SUPLICATED ELSEWNERE? (I yes. pecty agency or cffice)
Waste Management Services X ves e Ne
389 Burns Crossing Rd.
Severn,Mg. 21144 J -
‘48, ACTESS RESTRICTIONS {If yes. cta lawis) & reguiatron(s) 18, AUDIT REQUIREMENTS
o Ye Q No B Nove o Slale B Sedern Q !ndependent
17, IS AN INDEX SYSTEM USECT (If yee. 2quain tnefly 18. RECOMMENDED RETENTION
descDe any MATWArRSCTWATE) : Permanent - micro-~film periodically.
a Ye____ a “Peri odtcaux,\ transfer to Md State
Acchwes
19. MAME AND MITLE OF PREFARER 20. TELEPHONE NUMBER 21. DATE
Pat Connell, SECY, III (410 222-6109 6/30/94

363 504 Fema VT




(NSTRUCTIONS = TYPE OR PRINT & SEFARATE FORN FOR ZACH NEW
REVISED.RECORD SERIES. FORWARQ MITH AECGRDS RETENTION

1. DEFARTMENT/AGENCY
PUBLIC WORKS

DEPARTMENT OF GENERAL SERVIGES | T NELGRGS TRVENTWRT
REZORCS MANAGEMENT QIVISION I

2 omsion 3 uNT

WASTE MANAGEMENT SERVICES BUREAU

[l SCHEDULE DGS 5501} TZrS WATERLOO RQAD 2 lé
. ' ’ PQ. 50X 27 - JBSSUP. ARVLAND 207TH l Page o _-°

DEFINITION - Recorcs Ssries - A grouo of related racards normally filed vad used 39 2 unit for refarence as well a8 retantion snd disposition purposes.

4, RECORD SERIES TITLE

Waste Colleciton Services

S, EARUIEST YEAR [ LATETEST YEAR
1991 g Present

6. RECCRD SERIES DESCRIFTION ( Snefly asseribe she types of infermatien'cacumentsdems faund @ the Senes  Incude the curpese of funcuza of the Senes)

Contractorfs monthly reports and complaint forms, consclidated
property files and cover sheets for wate units. ‘

7. RECQRO SERIES FORMAT(S)

¥ Leter Sze O Mofim

o L@ Sze a Comouer Tape
8 8oug Boox o fuoxpy OSK

S Audo Txpe G vioso Tape

3 Other (Specty)

, i
8. RECORD SERIES SEQUENCE S, YOLUME : )
X Fie Orawens)
g Aphaoetici Q Microfim Ree (3)
8 Computer Tape (S)
O Numsncal O Other (Speety) oo
9
aXChanoiogica) Numcer ;
— 10. ANNUAL AGCUMULATION E
a
GeogrRhica She Orawet (3) il
O Micrdm Reet t) i
8
Cther (Specty) o Somouier Tapais) io
Q OtheriSpecty) _____ !
Numoef

1. FILE IS uSED

aXpay g Weey a Monty

12 FILE SECOMES INACTIVE AFTER

1 o Momhis) X Year(s)
Number ..

13. CURRENT LOGATION(S) (Blog.. “oar, Roam
Waste Management Services

389 Burn i
Severn,M .ngfiﬁng Rd.

14. 1S RECORD SERJES SUPLICATED ELSEWNKERE? (f yes. mpecify egency o« cffice)

a  Ye X Ne

18, ALCESS RESTRICTIONS (If yes, cta lawis} & reguiatmon(s)

a Y= ' aX Ng

18, AUDIT REQUIREMENTS

8 None g Staie C Fegera G  Indepencent

17. IS AN INDEX SYSTEH USEZ? {If yee, 2(iain bnefly and
descobe any rATwarseitware)

18. RECOMMENDED RETENTION

3 years active in office, then destroy.

a Yes aXve
19. NAME AND MTLE OF PREPARER 20. TELEPHOME NUMEER 21. DATE
Pat Connell, SECY, III (410 222-6109 6/30/94

363 (50 Revews VTP




INSTRUSTIONS « TYPE OR PRINT A SERARATE FIRN SOR ZACH NEW DEPARTMENT OF GENERAL SERVICES AL T REUNLD TWVEY Ve T

. REVISED) RECORD SERIES. FORWARQ ‘MITH RECCROS RETENTION RECORDS MANAGZMENT JIVISION .
. SCHEDIRE (0GS 550-1) TZrS WATERLOG ROAD . 16
: ' ’ PO. BOX IS - JESSUP. MARYUAND 20754 Page S5 ._ O

1. DEPARTMENT/AGENCY 2 DMSION

PUBLIC WORKS WASTE MANAGEMENT SERVICES BUREAU

DEFINITION - Records Ssrins - A groua of ralated records narmully filed ead used se 8 unit for refsrence as well as retantion and diaposition putpores.

4, RECORD SERJES TITLE §, BARUISST YEAR / LATETEST YEAR
Waste Colleciton Rezord Series 1990,0 Present

€. RECCRD SEAIES UESCRIPTION ( Snefly sescrive ihe types of infarmation/documentsAcms (ound n the Senes  Incude (he cupese of functisa of the Senes)

"No Dumping" sign installtion records.

i
7. RECORO SERIES FORMAT(3] 8. RECORD SERIES SEQUENCEZ 9, YOLUME : |
g Fie Orawens)
Xa Lener Sge o Micofiim O Aghaeticai : gm“m RTea {5)
smpuer Tape (s
o Leg Sze o Comouer Tape O Numerieal 8 B ther (Specdy) }:‘olders
8 Bowd Bocx g Fappy 3K Z Chranaiogisal Numger
|
fican T; o Geogrhi 10. ANNUAL ACCUMULATION f
G Audo Tpe G Vises Taoe Geogrephica S T Oraess {5) I
; ’ - 8 Micrafim Ree 5)
3 Other (Speetiy . 8 Cther (Specfy) G = o Toeie) |
% ot specty folders |
Numoer l ,
|
M. FILE 1S USED 12 FILE BECOMES INACTIVE AFTER i
a Cay X Weey a Montny 1 g  Momhs) OX Years) l
Number J
13. CURRENT LOGATION(S) (@og., Soar, Roomi 14. IS RECORD SERIES SUPLICATED ELSEWNERE? (Il yes. pecdy egency o cflica)
Waste Management Services % o

389 Burns Crossi .
Severn,Md. 2114ﬁng Rd

e —

‘18, ACCESS RESTRICTIONS (If yes, cta lawis) & reguiatron(s) 18, AUDIT REQUIREMENTS

o Yes l}

g Yes X No Xo None o Stae O Sederal a  !ndependent |

17. IS AN INDEX SYSTEM USED? {If yax. 2iain trefly 'anc 18. RECOMMENDED RETENTION
GesThe ANy RUTWRISHTWETE) : . , i
4 years active in office, then destroy.

a Yes - XG I‘

i

19, MAME AND TITLE OF PREFARER 20. TELEPHONE NUMEER 21. DATE :
. |

Pat Connell, SECY, III (410 222-6109 6/30/94 !

SB35 Remag VTN




1.

(NSTEUCTIONS = TYPE OR PRINT A EEFARATE 723N FOR ZACH NEW
REVISED RECOHD SERIES.
SCYEDULE (OGS 50-1)

DEFARTMENTIAGENCY

PUBLIC WORKS

FORWARD MTH RECCRDS RETENTION

7274 WATERLOD ROAD '
" PO. BOX 27S - JESSUP. MARVIAND 20704 I Page 6 o __16

DEPARTMENT OF GENERAL SERVIGES " [~ — — magiver -
REZORCS MANAGEMENT JMISION [

2 DMmSIaN 3 UNiT

WASTE MANAGEMENT SERVICES BUREAU

DEFINITION - Recorgs Sarins - A grouo of related records normaily flled aad uaed a8 a cnit for referance as well as retantion snd disposidon purpoass.

4,

RECORD SERIES TITLE

Waste Collection Record Series

8, EARUIEST YEAR / LATETEST YEAR

1992 70

Tax Adjustment Records

6. RECCRD SERIES DESCRIPTION ( Snefly caseribe she types of infarmation/dacumentsAemns found :a the Senes  Incude the cupese of functiza of the Senes)

i
7. RECORD SERIES FORMAT[S) 8. RECORD SERIES SEQUENCE 9. VOLUME : !
2 Fue Orawens) |
X8 Lener Sze o Mcoim o Aphapetic O Microfm Reet 2} ;

G Computer Tage 's)fo lders
O Leg Sze a Caomouter Tape O Numerical 6 XX Qthier (Speesy) __— — S = = :

8 Bewnd Boox O Faxpy Jisk )&Chrmogxw Numoer i

. a A 10. ANNUAL ACCUMULATION i

8 Audo Tape C Vioso Tape O Gaogrephica S Tie Orawet (5) ;

. g Micrilm Reet )

3 Other (Specry) 8 Cther (Speafy) - o Ton) fola |

5 O Otner Specty) ers

!

Numoer
1. FILE 1S USED 12. FILE BECOMES INACTIVE AFTER i
a Oan X3 Wearty a Moty 1 o  Momhis) XM Years
Number.

1.

CURRENT LOCATION(S) [@og., Fioat, Room)
Waste Management Services

14, IS RECORD SERIES DUPLICATED ELSEWNERE? (I yes. specdy egency or cffice)

; Yes X® No
389 Burns Crossing Rd4. a
Severn,MS. 21144 9
‘18, ACCESS RESTRICTIONS (If yes, cte lawis} & reguiatranis) 18 AUDIT REQUIREMENTS
o Yss XS( No g None X8 Slate Q Federat Q Independent

1.

IS AN INDEX SYSTEM USEZ? {If ysx, 2qiain Cnefly ang
descbe any nyTwaresoitware)

18, RECOMMENDED RETENTION

2 years active in office; then destroy

o Yes XK no .
18, MAME AND TITLE OF PREFARER 20. TELEPHONE NUMBER 2. DATE
Pat Connell, SECY, III (410 222-6109 6/30/94

IGE 4504 Aaveag VI




INSTRUCTIONS = TYPE OR PRINT A SEFARATT =AM #0R CACH NEW
_REVISELi RECORD SERIES. FORWARQ ‘MTH RECCRDS AETENTION
| SCHEDULE (0GS '550-1)

[

1. DEFARTMENTIAGENCY
PUBLIC WORKS

[o] ——TTYS
REZORDS MANAGEMENT JIVISION
7273 AATERLOO ROAD 3 5
P.O. DX 275 - JESSUP MARYUAND 207B4 Page a LS

2 DMISION . : L umr

WASTE MANAGEMENT SERVICES

BUREAU

DEFINITION - Recorge Ssrias « A grauo of ralatett records normally filed end uasd as s unit for refarance as well as retantion snd diapasition purpoans.

4. RECORD SERIES TITLE

Waste Collection Record Series

§. EARUIEST YEAR ! LATETEST YEAR

1988.ro

Landfill service requests records

6. RECCRD SERIES DESCRIPTION { Snefly sescribe :he types cf infarmatisn/ocumensAems faund in the Senes  incuce the cupese of funcuizn of the Senes)

i
7. RECORD SERIES FORMAT ) 8. RECORD SERIES SEQUENCE 9. VOLUME . i
Q Fue Orawens |
Xa(l.ena Sge o Meefim O Aphacetieni a Micrchim Ree (2)
a Camputer Tape ‘sllfold
H 0 Leg Sze Q Comouter Tape G Numsarical 10 XX Other (Spacty) _LO1dEYS
@ Bowa Bock Q Fopy O X& thanoge Numger '
e i 10. ANNUAL ACCUMULATION |
8 Augo Tapa G Vioso Taoe a Geographica o e Orawet (8] I'
8 Microiim Ree (5) ¢
Qe (Specry] : @ Other tSoech) a Zommuner T:peis% 1 ‘“
: A
Numeoers '
N
1. ALE S USED 12 FILE BECOMES INACTIVE AFTER *;
!
o Oaly XX Weekty 8 Monhy 1 o Momhs)  ygg  Year(s) |
Number ;

13. CURRENT LOCATION(S) @Biog.. ~oar, Roomi
Waste Management Services

14, IS RECORD SERIES DUPUCATED ELSEWHEREY (f yes. specdy agency of cffice)

o Yes ﬁx Ng

. Yes X No
- 389 Burns Crossing Rd. a
Severn,MS. 21144 d
18, ACZESS RESTRICTIONS {If yex. cta lawis) & reguiaion(s) | 1& AUOIT REQUIREMENTS
XX None o Stawe Q Fegera Q Independen

7. 1S AN INDEX SYSTEM USEZ? {If ye, 2miain Cnefly anc
dxche any UTWarEseiiware)

18. RECOMMENDED RETENTION

5 years active file; then destroy.

a Yes ¥ we
19. NAME AND TITLE OF PREFARER 20. TELEPHMONE NUMBER 21. DATE
Pat Connell, SECY, III (410 222-6109 _ 6/30/94

SGE 450-4 Reveas VIR




INSTRUCTIONS - TYPE OR PRINT A SEFARATE 73M 70R CACH NeW | OEPARTMENT OF GENERAL SERVIGES- —wErvore
_ REVISED RECCRD SERIES. FORWARD ‘MTH RECCRDS RETENTION REZSORDS MANAGEMENT JIVISION .
{|| sexebus as $20-) 7273 WATERLOD AOAD T6
) o ’ PO, 50X 275 . JESSUP, VARYUND 20784 Page _8 o
W
1. DEFARTMENT/AGENCY 2. OMVISION . : 3 uar :
PUBLIC WORKS WASTE MANAGEMENT SERVICES BUREAU

DEFINITION - Recorés Serias « A groug of caiated rucords normally filed end used a9 s unit for reference as weil 28 retention snd dispesition purposes.

4, RECORD SERJES TITLE 5, EARLIEST YEAR / LATETEST YEAR

Waste Collection Record Series 1987‘1’0

& RECCRD SERIES QESCRIFTION ( Snefly aseribe he lypes of infermation'documensderms found i1 the Senes  Incude the cupose or funciizy of the Senes)

Waste Collection Petition records.

7. RECORD SERIES FORMATS) 8. RECORD SERIES SEQUENCE 9. VOLUME : |
XR Fia Qrawens)
XX Lener Sze o Mcofim O Alphaneticai Q Microfm Reet fs)
a Cemputer Tzpe (5}
| O legal Sze o Comouer Tape G Numerical 1 O Qiher (Specsy) oo
Q@ Bouw Boox a Frpy ik X¥ thnonoiogrea Numger |
a i 18, ANNUAL ACCUMULATION )
8 Aulo Txpe G video Tape a Geogrephicas S Fie Orawer (5) i‘
A O Micr>im Reer (3)
D Other {Speerly) __ S Cther (Specfy) . o Tapeis) .'
' s Mo ot _folders
Numoer ' I
l
1. FILE IS USED 12 FILE BECOMES INACTIVE AFTER I
a Qaly XX Weekty a  Nontny 1 o Nomh{s) XK Years) ;
Number ;
{.
13. CURRENT LOCATION(S) (Biog., ioor, Roomj 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (f yes. pecdy egency or offica) !{
Waste Management Services - X¥ No ‘
389 Burns Crossing Rd. - i
Severn,Md. 51144 2 . |
18, ACCESS RESTRICTIONS (If yes. cta lawis) § reguatron(s) 18. AUQIT REQUIREMENTS
o Yas XR Mo X8 Nooe a Sléla Q Federal Q Indegendent |

7. IS AN INDEX SYSTEM USED? {If y=x. 2iain Cnefly anc 18. RECOMMENDED RETENTION . ‘

' Y PARSCIwS) 10 years active file; then destroy

a Yes XR® No )
19, NAME ARD MTLE OF PREFARER 20. TELEPHONE NUMEER 21. DATE
Pat Connell, SECY, III (410 222-6109 - 6/30/94

368 504 Ravwas VI




DEPAR
RECORLS MANAGZMENT JiVISICN
7273 WATERLOO ROAD
PO. 80X 275 - JESSUP. MARYUAND T4

(NSTEUCTIONS = TYPE OR PRINT A SEFARATE F33M SOR ZACH NEW
_ REVISED RECOAD SERIES. FORWARD MITH AECGRDS RETENTION
i scueDwg pGs 550-1)

2 DMISION

1. DEFARTMENT/AGENCY
PUBLIC WORKS

WASTE MANAGEMENT SERVICES

BUREAU

DEFINITION - Recorge Ssrins « A grouo of ralated recards normally filed wad ueed an a unit for refetencs as weil as retantion sng dispositon purporss.

4. RECORD SERIES TITLE

Waste Collectino Record Serijies

5, BARLIEST YEAR / LATETEST YEAR
1992 1o

Service orders for failure to handle trash pi

6. RECCRD SERIES QESCRIFTION ( Snefly gascrive ihe lypes of infermalisndocumentsAemas faund = the Senes  Incude the pupese of funcizn of the Senes)

ck-up records.

7. RECORD SERIES FORMAT[S} 8. RECORD SERIES SEQUENCE 9, YOLUME :
3 Fie Orawens)
X¥ Lener Sze o Maofim o Apnaeticsl Q Microfom Rees /z)
. O Computer Tape ts)
O Legm Sze a Comouer Tape G Numencal 2 O Other (Speesty) __ o
2 Boww Boox a Foppy JisX B Shrenaiogcal Numcer
"o T o Geoarmhi 10, ANNUAL ACCUMULATION
S Audn Txpe C Videe Tape Geographica X%Dm(s)
A O Mo Reet 5)
-}
© Other (Speexy) : Qther (Spectly) p o Taea)
1 O e
Numoer '
1. FILE IS USED 12 FILE BECOMES INACTIVE AFTER ,
t
XK Daty S Weey 3 Momny 1 O Momhsy @ Year)
Number

13. CURRENT LOCATION(S) (Blog., Foat, Room)
Waste Management Services

14. IS RECORD SERJES DUPLICATED ELSEWHERE?  (f yes. specdy egency or cffice)

g Yes

No
389 Burns Crossing Rd. o Ye XX
SevernLMS. 21134 d
18, ACCESS RESTRICTIONS (f yes. cte lawis) & reguiaton(s) | 18 AUOIT REQUIREMENTS
XX No XE Nooe o Stae e Federas Q  Independent

7. IS AN INDEX SYSTEM USEC? (If yex, 2qiain Cnefly ang 18. RECOMMENDED RETENTION

desche any RUTwWaRAeitware)

a Yes XK No

2 years active file; then destroy

19. NAME AND TITLE OF PREFARER 20. TELEPHONE NUMEER 1. DATE
Pat Connell, SECY, III (410 222-6109 6/30/94

JGI S50 Aeves VIR




(NSTRUCTIONS = TYPE OR PRINT A SEFARATE F23M 7OR ZACH NEW
REVISED RECCAD SERIES. FORWARD ‘WITH RECGRDS AEVENTION

1. DEFARTMENT/AGENCY
PUBLIC WORKS

DEPARTMENT OF GENERAL SERVILES AOEIV | MG Ty viey vyt s
SORDS MANAGEMENT JIVISION I

| sexEDuE pas s501) TZTS WATERLOO ROAD 10 1 6
. : ’ PO. 30X 278 - JESSUP. MARYLAND 207B4 l Page a

2. BIvVISION 3 UNIT

WASTE MANAGEMENT SERVICES BUREAU

DEFINITION - Recorce Sarins - A groue of ralated records normally filed uad used as 2 unit for referance as well as retantion sng diaposition purpoass.

4, RECORD SERIES TITLE

Community Service Records

4 EARUEST YEAR/ LATETEST YEAR
199310

8. RECCRD SERIES DESCRIPMION ( Snefy Jeserie she types of infarmation‘cacumenmsAemns found i the Senes  Incude the curpese ar funcusa of the Senes)

Bulk iFem pick-up reports, permission to locate dumpster forms,
community clean-up participant information. '

7. RECORD SERIES FORMAT(S)

X& Lener Sze 0 Mofim
0 leg Sze o Comouer Tape
8 Bowg Boox a Fuxpy Jisk
B Audo Txpe G vioss Tape
O Qther {Speexy)

8. RECORD SERIES SEQUENCE 9. YOLUME : |
XX Fie Qrawens)
O Aphaoetica] Q Microfimm Reet {3}
a Computer Tape (s)
G Numencal 3 O Qther (Speesy) o
XK Choanoogisal Numper
: |
a ; 10. ANNUAL ACCUMULATION |
a .
SeogrRnc X& e Orawet (s)
8 Cther {Specfy) 0 Mir=¥im Rea 5) !

o Zomouter Tapsis)
2 C Oher (Specify)

Numoer

1. FLE IS USED

X& Oaty O Weenly 2 Momny

12, FLE BECOMES INACTIVE AFTER
1

Number

O Momhis} yG¢ Year(s)

13. CURRENT LOCATIONIS) fBlog.. Sioor, Aoomi
Waste Management Services

389 Burns C i
Severn,Md. 5?§2%ng Rd.

14. IS RECORD SERIES DUPLICATED ELSEWHERE?  {if yes. pecfy zgency or cffica)

a  Yes XK Ne

19, ACCESS AESTRICTIONS (If ves. cte fawis; & reguiatmn(s)

o Y XX No

18 AUDIT REQUIREMENTS

X8® None o Stale C Fegeral Q  (ndependent

7. IS AN INCEX SYSTEM USEC? If yex, aiain tnefly and
deshe any RACWArACtwa’e)

18. RECOMMENDED RETENTION

1 year active; then destroy.

a Yes XX No
l
19, MAME AND TITLE OF PREPARER 20. TELEPHMOME NUMBER 21. DATE i
pat Connell, SECY, III (410 222-6109 6/30/94 “

—

363 9504 Reves LT




(NSTRUCTIONS = TYPE OR PRINT A SEFARATE 75N FOR EACH NEW OEPARTMENT OF GENERAL SERVICES AL CRC T M URE T TRV oMY

. REVISED .RECORD SERIES. FORWARD ‘MITH RECCRDS RETENTION REZORCS MANAGEMENT IVISION .
| SCHEBULE  $50-1 7275 WATERLOO ROAD 16
. FRSE ' PO. HOX 275 - JESSUP. MARYUND 2074 Page _1] o

1. DEFARTMENTIAGENCY

PUBLIC WORKS WASTE MANAGEMENT SERVICES BUREAU
DEFINITION - Recorgr Serins .« A groug of salateg racards normally filsd wad uasd as s unit for refstence as well as retantion snd disposidon purposss.
4, RECORD SERIES TITLE §, EARUEST YEAR ! LATETEST YEAR
: : 1991 o
Recycling Records

6. RECCRD SERIES QESCRIFTION ( Snefly aascrive ihe types of infemation/cacumensiem s faund i the Senes  incude the cugcse of funcusa of the Senes)

A. Recycling bin requests, bid and wheel requests, bid and wheel orders,
recycling complaints, recycling weigh-in tickets and routing slips.

B. Various contracts and agreements pertaining to recycling.

i
QUENGE 9. YOLUME : |
7. RECORD SERJES FORMAT3) 3. RECORD SERIES SEQUENCE S8 Fis Orawerc
i a Microfum Ree /s)
O Lener Sge o Wcoftm X% Apracetcai e
' her (SpRcsy) o
H Q kexi Sze g Compuier Tape O Numencal 6 8 Other (Specty)
S Bowd Bocx Qo Faxpy disk e Chranoiogical Numger !
a - 10. ANNUAL ACCUMULATION
8 Audo Txpe G Vito Tade O Geogrehica XX e Orawer (s) |
O Mic=im Reer 5)
T Other (Specrfy) 8 Cther (Spedfy) b o Tapei) ‘I
' 2 Q OtheriSpeaty)
Numoef - ‘
|
1. FILE IS USED 12, FILE SECOMES INACTIVE AFTER |
1 g Momhs) oK Years) |
0O Weex 2 Monthty
X& Oan 4 . r
13, CURRENT LOCATION(S) (Blog., Foar. Roamj 14, 1S RECORD SERIES SUPLICATED ELSEWHERE? (If yes. cpecfy sgency or office) il
. Blog.. ' : |
Waste Managemen@ Services X¥ v Purchasing B Only © fe f
389 Burng Crosilng Rd.
Severn,Md. 21144 — }
18, ACCESS RESTRICTIONS (If yes. cte lawis) & reguiaton(s) | & AUOIT REQUIREMENTS N
o Yes XB N O None XX Staie Q Federm O Independent |
l
17, IS AN INDEX SYSTEM USES? f yee. 2xgiain trefly and 15. RECOMMENDED RETENTION !
deSche any RATWArSOWETE) A. 3 years active.files; then destroy. ‘-
a Yes X¥ no B. years after contract/agreement expires; h
' then destray i
19, MAME AND TITLE OF PREFARER ‘ 20. TELEPHONE NUMBER 21. DATE j
Pat Connell, SECY, III (41Q_222-6109 _ 6/30/94 -

363 1504 Rewag VI




l INSTRUGTIOMS « TYPE OR PRINT A SESARATE FOAM SOR EACH NEW
_REVISED RECORD SERIES. FORWARO ‘M1TM RECGROS AETENTION
SOMEOULE PGS £50-1)

1. DEPARTMENT/AGENCY
PUBLIC WORKS

DEPARTMENT OF GENERAL SERVICES T AGENG T NECOROS IVEIVTOTTT
RESORES MANAGEMENT JIVISION !

TITS MATERLOO ROAD

PO, 50X 275 - JBSSUP, MARYUND 20704 Page _ 12 o _ 16

2 DMVISIoN . ’ 1 uNIT

WASTE MANAGEMENT SERVICES BUREAU

DEFINITION - Recorda Sarius - A groug of ralated recards normally filsd aad used 39 » unit for reference s well 23 retantion and disposidon puspoass.

4, RECORD SERIES TITLE

Scalehouse Record Series

S, EARUIEST YEAR / LATETEST YEAR
1987+g

& RECCRD SERIES QESCRIPTION ( Snefly aasere the types of infermatisn/documens/denms found i the Senes  Incuoe the cupcse of functien of the Senes)

Scalehouse tickets of the following types:
Contract, County, States, Cash, Credt, and Free

i
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9, YOLUME : ]
2 Fia Orawens)
X% Lae Sge 0 Mofim o Aphaoeticy g Microfim Ree {2)
G Camputer Tape “%i le
Legal & o uter T o Numencai XH Qrer (Specty) — — =
D legi Sze Camauter Tape 8 =abinets
a Bouna Book Q Foppy Jisk X% Shonoiogical Numger
|
- " 10. ANNUAL ACCUMULATION I
vioso T a : .
S Ao Tape C Vioss Tape Geographica S e Orawet (5) l
O Micosfiim Reer (5)
T Other {Specxfy) : 8 Cihver (Spedty) g ”T@‘—‘fslfile i|
6 X6 Owmer {Spectty) !
cabihets'
Numoes ]
I
11. FILE!S USED 12 FILE BECOMES INACTIVE AFTER i
X¥ pany a Weely 2 Momny 1 O Momhis) X Year(s l
Number |
i
11. CURRENT LOCATION(S) @iog.. ~oor, Roomi 14, IS RECORD SERIES OUPLICATED ELSEWHERE? (if yes. specfy egency or office) ]’!
Waste Management Services !
> XK Ne '
389 Burns Crossing Rd. o Ye '
Severn,Md. 21144 g !
‘18, ACCESS RESTRICTIONS (If yes, cte lawis} & reguiatmnds) 18. AUDIT REQUIREMENTS 1
o Y X® No g Note X¥ sae o Federas 3 Independent }
[
17. IS AN INDEX SYSTEM USED? (If yat. 2@iain trefly and 18. RECOMMENOED RETENVION f
dESCTbe any RACWArESOWAre) P;lf?r_nanently ‘ ret?%rl] audit copy -- 6 years in ‘
orrice -- microfilm -- transfer to State '
a Ye Xk No Archives. l_i
i
9. NAME AND TITLE OF PREFARER 20. TELEPHONE NUMEER 21. DATE i
Pat Connell, SECY, III (410‘222-6109 . 6/30/94 -_|

563 150 Revean VTR




INSTRUCTIONS = TYPE OR PRINT A SEPARATT 735M FOR EACHNEW | DEPARTMENT OF GENERAL SERVICES e Y N R S IV TN T

_REVISED QECORD SERIES. FORWARD ‘MITH RECCROS RETENTION RESORDS MANAGEMENT JIVISION
SOHEDULE (DGS 550-1) 7273 WATERLDO ROAD 13 16
\ ' ' PO. 50X 75 - JESSUP, MARYLWND 20704 Page o
1. DEFARTMENT/AGENCY 2 DMVISION . : 3 UNIY
PUBLIC WORKS WASTE MANAGEMENT SERVICES BUREAU
DEFINITION - Recors Ssries - A graue of ralated records normally filed 4ad ueed as s unit for refetence as weil as retantion and disposition purposes.
4. RECORD SERJES TITLE S, EARLIEST YEAR / LATETEST YEAR
1987 _T0

Scalehouse Rezord Series

€. RECCORD SERIES QESCRIFTION [ Snefly sascrive ihe Yypes of infematisn'cocumentsdems found 1a the Senes  Incude the cupose of functizn of the Senes)

Management Reports

i
7. RECORD SERJES FORMAT(3) §. RECORD SERIES SEQUENCE 8, YOLUME : ,
2 Fie Qrawerns)
Q Lexter Sze o Mcofim O Aphapeticy Q Microfim Ree {2)
O Computer Tape tsb i nd
YO Legal Sze a Cameuer Tane G Numevical 3 XB Qtrer (Specty) 21NCEL
8 Bowa Boo O Foppy Jsk XX chonaogea Numger |
p o ; 10. ANNUAL ACCLMULATION '
8 Augo Tpe G Yideo Tape a Oeogrephicy Q Fe Orawer (3)
A O Micarofim Reer (z)
O Other {Specry) : 8 Ciher (Specty) p "T“""'”Binder !
1  XW OtheriSpeaty) V<
Numoef . t
11. FILE 1S USED 12. FILE BECOMES INACTIVE AFTER ;
o Qay O Weekty X% Montnty —_—l o Momhls) y@  Years) |
. Number .
i
11, CURRENT LOCATIONIS) (Blog.. Froar, Roomi 14. IS RECORD SERIES QUPLICATED ELSEWHERE? (if yes. specty egency or cffice) |
Waste Management Services - X No |
389 Burncsi Crossing Rd. I
Severn,Md. 21144 !
18, ACCSESS RESTRICTIONS (If yes, cta lawis;} § reguiatron(s) 18 AUOIT REQUIREMENTS
g Ye XX No X® None o State e Fegeral g !ndepencent |

17. 1S AN INDEX SYSTEM USEC? {f ye. 2qiain Crefly and 18. RECCMMENDED RETENTION
descie any NAUTWIwSHTWEe) E )
10 years active files; then destroy.

a Yes X%( No i

Ii

19, NAME AND TITLE OF PREPARER 20, TELEPMONE NUMEER 21. DATE i
' |

Pat Connell, SECY, III (410 222-6109 6/30/94 .

365 504 Revear VI




INSTRUGTIONS « YYPE OR PRINT A SEFARATE F3RM FOR CACH NEW
. REVISED .RECORD SERIES. FORWARD 'MiTH RECCROS AETENTION
1. SCHEDWLE, OGS 550-1)

1. DEFARTMENTIAGENCY
PUBLIC WORKS

DEPARTMENT OF GENERAL SERVIGES
CORCS MANAGEMENT JIVISION

2. oMVISIoN

WASTE MANAGEMENT SERVICES

I MIENUT RELUNLS TNVES TWURT

7273 NATERLOD ROAD -
’ PO. BOX 278 - JESSUP, MARYUAND 207D4 l Page 14 o 16

3 Ui

BUREAU

DEFINITION - Recorge Ssriss - A grouo of ralated records normally flled ead uasd 20 a unit for reference as well a8 retenton and disposition purposss.

4, RECORD SERIES TITLE

Scalehouse Rezord Series

§. EARUEST YEAR / LATETEST YEAR
198719

Totals by Rate Reports

6. RECCRD SERIES DESCRIPTION ( Snefly aaserive the lypes of infermatian/documentsAemas faund i the Senes  Ingude the cupese of functisn of the Senes)

7. RECORO SERIES FORMAT[S) 8. RECOREC SERIES SEQUENCE 9. YOLUME :
I Fte Orawens)
!1 0 Lener Sge o Mcofim 0 Aphasetiesi 0 Micrghm Rrea is)
QG Compuier Tape (s) . .
WK Legi Sze o Comouwer Tave G Numenca | e o) Binder
Q Bov Boox Q Fixpy Qisx XX Chronoiogica) Numcer
1. Vioeo T: a G ; 10. ANNUAL ACCUMULATION
Q Auto Tape C Viceo Tape Geograghica Q Fie Orawet (3)
Specry o Other O Micoitm Reer ;5)
= Othert ' . (Spect O Comoutes Tap=s) '
1 © omerspeetyy _folder !
Numoet A
1. FILE IS USED 12 FILE BECOMES INACTIVE AFTER
a Qan a Weeky XX Momny 1 O Momhs) XR  Years)
Numnber .

11. CURRENT LOCATION(S) (Blog., Foar. Roam)
Waste Management Services

14. IS RECORD SERJES SUPUCATED ELSEWHERE? (If yes. specdy agency or cffice)

o Yes

X& No

O Yes

389 Burns Crossing Rd.
Severn, Md. 21124 9 Rd
18, ACSESS RESTRICTIONS (If yes, c2 iawis} & reguatonis) 18. AUDIT REQUIREMENTS
XK No XX None a Stae 0 Federl Q  Independen! .

17. IS AN INDEX SYSTEM USED? |If y=e, 2iain Coefly ang
desche any PAUTWRSHWETE)

o Yes

B Na

18. RECOMMENOED RETENTION

10 years active files; then destroy.

19, MAME AND TITLE OF PREFARER
Pat Connell, SECY, III

3G3 550 Revesr VI

20. TELEPHONE NUMEBER

(410 222-6109

21. DATE

6/30/94

il




] INSTRUSTIONS = TYPE OR PRINT A SEFARATE 737M FOR CACH NEW DEPARTMENT QOF GENERAL SERVICES | ARG T RECONODTvwarvrw

! REVISED RECORD SERIES. FORWARD M1TH RECGROS RETENTION RESORCS MANAGEMENT JIVISION ] i
SOMGDULE [DGS $50-1) TZ7S WATERLOG ROAD 15 16
P ¥ PO. 50X 73 - JESSUP, WARTIAND 20704 Page o
L 1. DEPARTMENT/IAGENCY 2 BMSIoN . ’ 3 UNIT
PUBLIC WORKS WASTE MANAGEMENT SERVICES BUREAU
DEFINITION - Recorga Ssrims - A groue of calated records normally filed xad used 3a 2 unit for refersnce ss well 2n retantion snd disposition purpsaes.
4, RECORD SERJES TITLE S, EARUIEST YEAR / LATETEST YEAR
| scalenouse Record Series 1991 1o

6. RECORD SERIES QESCRIPTION ( Snefly oaseribe ihe types of infarmatian/oocumensAemms faund i the Senes  Incude (he cupese of funcen of the Senes)

Voided weigh-in tickets

i
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENGE 9. YOLUME : )
X R Fie Orawens)
2 Mcofim o Aphapetcai Q Microfim Ree {2}
M Lever Sz = 8 Computer Yape 15)
O legm Sze g Caomouter Taoe O Numericl 1 O Qther (Speesy) oo
8 Bow Bocx Q Fraxpy Jisk XU Chandiogical Numger |
: Y a i 10. ANNUAL ACTUMULATION |
G Audo Tape c vioss Taoe a Geographica S S Grawer (5] '
O Micrsim Reer i5)
T Other (Specy) ___ 8 Ciher {Spedty) o Sameutes Twes) !
' | © oweriseay _fOldOT
Numoef ’ I
1. FILEIS uSED 12 FILE SBECOMES INACTIVE AFTER !
a Oany Y3 Weexty g Montry 1 o Momhis) 3By Years)
Number
13, CURRENT LOCATION(S) Blog., Fioar, Room} 14. IS RECORD SERIES OUPUCATED ELSEWHERE? (Il yes. pecdy egency or office)
Waste Management Services O tes XXNo
389 Burns Crossing Rd.
Severn,Mg. 21124 d - i
‘18, ACCESS RESTRICTIONS (Il yes, c12 lawis) & reguiatron(s) 18, AUDIT REQUIREMENTS ' :
o Yes XX No O Nove 3o State O Federm Q  Independent l

17. IS AN INDEX SYSTEM USED? (f yer, 2iain Grefly and 18. RECOMMENOED RETENTION
desche any RUCWISHIWE'E)

3 years active files; then destroy.

a Yes XX No E

u

19, MAME AND TMITLE OF PREPARER 20. TELEPHONE NUMBER 1. DATE i
: |

Pat Connell, SECY, III {410 222-6109 6/30/94 -

568 2504 Revea VIR




-

~oE no ) . -y - T
(NSTRUCTIONS = TYPE OR PRINT & SEZARATE 727N FOR GACH NEW | DEPARTMENT OF GENERAL SERVICES l AMeSNUT RELanLS TVEN TWRT n

' REVISED ;{ECORD SERIES. FORWARD ‘MITH RECCRDS RETENTION REZORLS MANAGEMENT JIVISION
SCHEDULE (OGS 850-1) TZ73 WATERLCQ ROAD 16 16
. N : PO, 50X 278 - JESSUP, MARYUAND 2074 Page o

e

1. DEFARTMENY/AGENCY 2 DMISION ‘ 1 N
PUBLIC WORKS WASTE MANAGEMENT SERVICES BUREAU
DEFINITION - Recorés Seras - A grouo of ralated records normally fled sad ueed a8 2 unit for refersnce s well a8 retantion snd dlsposition purposse.
4, RECORD SERJES TITLE 5 EARUEST YEAR / LATETEST YEAR
Operating Records 1987w

6. RECCRD SERIES QESCRIFMION ( Snefly Jescrive ihe lypes of infermatisn/documenssenms faund @ the Senes  incuoe the cupese o funguza of the Senes)

Correspondence, permits, annual reports,
reports, O & M manuals, desi
ville and Sudley Landfills.

inspections, inspection .
gn reports relating to Glen.Burnie, Millers-

i
( T 9. YOLUME : H
7. RECORD SERIES FORMAT(S} 8. RECORD SERIES SEQUENCE 2 Fie Orawercs
; o Microhm Reet 2)
Q Lener Sae a Maofim Q Aphapeticy 8 Compuer Tape ()
: Q Qher (Specty) oo
: a Comeuter Tape O Numerical
| 0 Lem Sze _
8 Boww Bocx o Foppy Jisx R Chonoogieat , Numger |
- . 10. ANNUAL ACCUMULATION
S Auso Tape G Vioso Tae G Geographica @ Sl Orawet () J
O Micraim Ree 5)
3 Other (Speerfy) @ Cther {Speafy) O Somouter Tapsis) ”
’ Q Other (Speetty) ool ¢
Numger ' l
J
1. FILE 1S USED 12, FILE BECOMES INACTIVE AFTER
1 o Momhs) XO  Yea)
O Week a Moy |
4 Dy fy r— ]i
13. CURRENT LOCATIONS) (8'og., ~oor, Room) 14, IS RECORD SERIES DUPLICATED ELSEWHERE? (if yes. opecdy egency o cm:g) I
X [Biog., Fioor, |

Waste Management Services o Y ’ X N

389 Burns Crossing Rd.
Severn,Md. 21144

18, ACCESS RESTRICTIONS {If yes. cte lawis) & reguiairond(s} 18. AUOIT REQUIREMENTS

) Indegendent
g Y £ N O None H Slae Q Eegeral o |

descbe any RUTWRIESOIWAE) Retain 10 years, micro-£film,

B % transfer to State Archives fo
a Yes ' closure of Landfill.

destroy paper,
r 20 years after i

I
I
i
I
!
7. 1S AN INDEX SYSTEM USEC? (If yer, 2pigin tnefly ana 18. RECOMMENDED RETENTION t
!
18, MAME AND TITLE OF PREFARER 20. TELEPHONE NUMEBER 21. DATE i

Pat Connell, SECY, III (410 222-6109 6/30/94

—

{

GGI 2504 Aavess I




